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As an Instructor 

Grades are entered once the term is complete (or session, for reduced session classes). Once a 
grade roster has been approved and posted, the grade roster cannot be changed. 

However, new system functionality allows instructors to change grades for individual students 
through their portal.  

Step 1: Log into the portal and navigate to the grade roster for the class you wish to change.  

Navigate to the faculty center in UCD Access  
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Select the correct term using the “change term” button 

 

Use the radio buttons to make a selection and press “continue” 
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Select “grade roster”  

 

Select “Request Grade Change: 
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You will need to select the term and class from the list: 

 

 

 

Once you have entered a class, you will see a drop down list of students and official grades:  
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Select the grade you wish to change and use the drop down to change the grade: 

 

 

Once you select the grades and press “Save”, the page will look like this  
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and a pop up will appear. Press “Submit” to submit the change: 

 

 

 

If you’d like to see which students you are approving, select “Students for grade change” 
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You will get another pop-up with the information about what grade you are changing: 

  

 

 

 

 

 

As an instructor, you are now done! Wait for the grade change to be routed to your dean’s office. 
You should receive an email letting you know whether it has been approved or not, and you 
should also receive an email letting you know once the grade has been posted by the Registrar’s 
Office.  
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As a Dean’s Office (Individual with Dean’s Signature Authority) ï 

Once an instructor has submitted a grade change, you can log in and approve that change through 
your UCD Access portal.  

 

You should receive an email that looks like this: 

 

 

 

Log into the portal, then highlight the link and paste it into your open browser. You will be 
taken to the form to be approved. If you would like to approve, select the “Approve” button, or 
“Deny” to deny the request.  
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If you select “Go to Form”, you will see a pop-up window. Select “Students for grade change” to 
see the students you are approving:  
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The pop up window will show what students you are approving:  

 

 

Once you have approved, your request will be sent to the Office of the Registrar for approval.  
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As a Proxy 

Proxies must log in to Campus Solutions. They cannot use the portal as they may not have a 
faculty tab.  

Go to faculty center and select proxy tab. 

 

Need a SID  
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Approve here:  
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To view the form, click “Go to Form”:

 

Then click “students for grade change”: 
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To approve select “Approve”, and to deny select “Deny”: 
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As Office of the Registrar Staff 

 

Log into your portal and select the “Worklist” button at the top right: 

 

 

 

Grade changes that have been approved by the dean’s offices will appear in a list.  
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To select grade change to approve, select the link:  

 

 

 

You may Approve, Deny, or Save Comment:  
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If you select “Go to Form” you can see this page:  
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If you select “Students for grade change” you can see the students and the change being 
suggested by this form: 

 

 

If you select “Approve” you will see this page:  

 

 

If you select “Deny” you will see this page:  
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